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Frovides executive and administrative decisions!

for the 3ection.

goordinates all’ laws and regulations applicable
to the vouchered financial operations of the
agency,

Fandles special financial problems.

TRAVEL ACCOTTS j MISCELLANSQUS CLATMS —’ PAYROLL & LEAVE
‘Processes pravel vouchers, Maintains allotment end ! perforuns the audit on all ‘' |Prepares and audits payrolls;
itravel authorizations, ad- distribution ledgers relative { miscellaneous claims with ¢ ieffects salary payments. i
'vances and trensportation to exrenditures and receipts, ! | respect to validity and cor- Maintains leave recorcs.
requests and vouchers appli- Prepares veriodic reports | rectness. Records and reports all
'cable to agency travelers. on expenditures and oblige- gcorresponds with claimants ©  jretirement, bond and income
laudits claims of other ‘tions, o incident to the reconcilia- itax deductions.
agencies for reimbursement . Processes all bills, col- ; E ‘tion and verification of s {frocesses financial ar-
for travel performed on { lections, adjustments and ! ‘records. { irangements relative to :
pshalf of this agency. i |transfer and counter Pt ‘ overseas persomnel and audits'
i o J warrants, ”_J i b B L 21l liying and ouarters )
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}— DISBURSING OFFICE . FISCAL PROCESSING

|ETTe¢ts all payments on behalf of the agency ] Coordinaetes fiow of incoming work and performs

by check or cash resulting in direct charges : service functions for the Section,

against agency funds. | Maeintains files and records of all Fiscal

Maintains cash control ledgers and books for ! Section documents, :
'reporting and reconciliation with accounts : 25X1A
‘covering special and regular fund disbursements.

Effects transfers of cash to special officers. ‘ ‘ .
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